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FILING A WILL 
 
Processing for will activity is initiated through the name index, with the option of “W” 
next to the name. 
 
 
 
Search for the name  
in Work with Names 
Press [Enter] to  
reposition the index.                               
 
 
If the name does not  
exist F6 = Create 
 
 
 
 
 
 
 
 
 
 

 
              Complete the 
              information for  
              Edit Name 
 
              Press [Enter]  
 
              The name will  
              is added to the  
              name index.  
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Filing a will continued 
 
 

     
Once the name  
exists in the name  
index, choose option 
“W” next to the  
name.  
 
Press [Enter] 
 
 
 
 
 
 
 
 
 
 
 
 
            
 
  
                                                                                                                           The screen will  
                                                                                                                     return with the 
                                                                                                                     Work with Wills 
 for  
 “the new name”  
 screen. 
 
             F6 = Create 
                                                                                                                     will activity 
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Filing a will continued  
 
  
 
 
              The screen  
              “Add Will   
               Activity”  
                    will return for  
               completion.   
 
              Enter the Will  
              file number/name 
              or prompt and  
              select. 
 
               
 
Other fields 
Monetary – when a “Y” is entered a cash receipts screen will return for completion.   
 
Will Receipt - upon pressing enter the system will generate a Will receipt(s). 
 
Copies – Number of Will Receipts, the system will default to two, one for the court and 
one for the testator. 
 
 
 
 
 
F4 prompt for the  
next Will Number. 
 
 
 
 
 
 
 
 

 Note:  If a previous will existed and a new will is being filed, the previous  
   will number will be displayed, the user must F4 prompt for a new will number.   
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Enter a will activity   
type  
 
or  
 
F4 prompt and select 
                                                    
                             
The date field defaults 
to current date.   
 
 
 
 
 
 
                                                          
           If an attorney is  
           depositing the Will 
           for the testator,  
           enter the Attorney’s 
           P# or F4 prompt  
           and select. 
            
          The Attorney’s  
          name and address  
          will complete the  
          depositor name. 
                    or 
           If an individual is  
           depositing the Will  
           F4 prompt and  
           select the name  
           from the name  
           index. 
 
 

 Note:  It is not mandatory to enter a Depositor Name, but will effect the  
         completion of the Will receipt. 
 



Probate Manual 7/15/2005 

______________________________________________________________________________                         
Judicial Information Systems ~ Trial Court Reference Manual                                         Page 12.5  

Filing a will continued 
 
 
 
Once the screen is 
complete  
[Press Enter]  
Confirm 
[Press Enter] 
 
 
 
 
 
 
 
 
 
 
 
 
      
            The will activity  
             is displayed in the 
             Work with Wills  
             for: “Name”screen. 
  
            Two Will receipts  
                will be generated, 
             for issue to the  
             testator and  
               the court. 
 
              Once the will  
              activity is   
              complete F3 to  
              exit the screen. 
 
 

  Note:  Activity types of “W” Will for Safekeeping and “E” Will for     
        Decedents Estate, are both counted on the SCAO Caseload Part 1 
        report.   
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FILING A JOINT WILL 
 
File the first testator’s will as described on pages 1 – 5.   
 
 
 
Once first testator’s 
Will Activity is  
completed  
remain in the  
Work with Wills for: 
screen. 
 
F6 to add the joint 
Will Activity.   
 
 
 
 
              
 
 
 
 
           
          The screen will 
          return with  
          Add Will Activity. 
 
          The same case  
          number and 
          Will Nbr should 
          remain on the  
          screen. 
 
          Add Type: “W” 
           
          F4 Prompt on the 
          Testator Name  
          number field.
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Filing a joint will continued 
 
 
 
 
 
The Select Testator 
Name screen will  
return. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             Search for the joint 
             Testator’s name. 
 
 
             If the name does  
             not exist F6 to 
             create. 
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Complete the  
Edit Name screen. 
Press [Enter] 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
             
 
 
          1 - Select the Name 
 
          Press [Enter]
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Filing a joint will continued 
 
 
 
The joint testator’s  
Name information 
is updated on the  
screen. 
 
Complete the  
Depositor Attorney 
or Depositor Name. 
 
Confirm 
Press [Enter] 
 
              
              
              
 
 
The key to a joint will is that both testator names have the same will number 
and case number. 
 
             
             The joint will  
              activity is   
              complete. 
 
              Joint will  
              activity is  
              displayed   
              from either 
              name. 
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Codicil 
 
A codicil is a supplement or an addition to an existing will.  A codicil does not receive 
a new will number, but does receive a one up codicil number that is automatically 
generated by the system.  There is no limit to the number of codicils that may be 
attached to a will. 
 
 
 
Search for the  
name in Work with  
Names. 
 
Option “W” next to  
the name, to display 
the will activity. 
 
Press [Enter] 
 
 
 
 
 
 
 
              
 
             F6 to create  
             new will activity 
 
 
 
 
 
 
 
 
 
 



Probate Manual 7/15/2005 

______________________________________________________________________________                         
Judicial Information Systems ~ Trial Court Reference Manual                                         Page 12.11  

Filing a codicil continued 
 
 
 
 
The will activity 
screen defaults 
to the last  
Will case number 
and Will number. 
 
Complete the 
depositor, if  
applicable.   
 
Press [Enter] 
Confirm 
Press [Enter] 
 
 
 
 
 
 
 
             The codicil  
             activity has  
             been added.   
 
             If the codicil  
             is attached to  
             a joint Will, it 
             displays for  
             both testators.   
               It is not   
             necessary to  
                add the codicil  
              information to 
             each name. 
 
 
 
 

Enter the  
Type of “C”  

Each codicil that is attached to a 
will is issued a one up number 
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Other Will Activity 
 
Other will activity includes Will Withdrawn and/or Probated.  These types of will 
activities will be based on the most last will number filed.  
 

Will Withdrawn 
 
A testator would 
like to withdraw  
their will.   
 
Search for the  
name in Work  
with Names, use  
option “W” next  
to the name.  
 
Then F6 to create 
new will activity 
 
 
 
 
 
 
 
 
 
              The screen will  
              default to the last 
              case number and 
              will number. 
 
              Additional  
              comments may  
                  be entered.   
 
              Press [Enter] 
              Confirm 
              Press [Enter] 
 
 

Enter the  
Type of “X”  
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Will Withdrawn continued 
 
 

The new will activity is displayed 
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Other will activity continued 
 

Will Probated 
 

 
 
A decedents estate  
has been filed for a  
testator’s will that  
is on file. 
 
Search for the name  
in Work with Names,  
use option “W” next  
to the name.  
 
The F6 to create 
new will activity                 
 
 
 
 
 
 
                 
             
                 
           . 
  
    
 
              .   
 
               

Enter the  
Type of “P”  

The screen will 
default to the last 
case number and 
will number 
 
The estate case 
number may be  
entered as a  
cross reference. 
 
Additional 
comments may  
also be entered 
 
Press [Enter]  
Confirm 
Press [Enter] 
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Will Probated continued 
 

 

The new will activity is displayed 


